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INSTRUCTIONS FOR TRANSMISSION AND INVENTOR! OF TOP SECRET DOCUMENTS 


I. OBJECTIVES: 

A. To establish a simple, uniform, and effective system for the control 
of Top Secret documents transmitted between Areas and/or to outside agen- 
cies. 

B. To provide to the Central Top Secret Control Office up-to-date infor- 
mation on the location or disposition of all documents, as well as 
accountability for all TS Control numbers. 

C. To provide periodic inventories of all documents with minimum expen- 
diture of time. 

II. EQUIPMENT REQUIRED: 

A. ’’Receipt for TOP SECRET Document", in quadruplicate. Form No. . 

B. Filing equipment for receipts, 3i x 7|'. (IBM file drawers for those 
areas handling a volume of TS material.) 

III. ACTIONS TO BE DISCONTINUED: 

A. Preparation of CIA Document Receipt, Form No. 38-16. 

B. Submission to Central Top Secret Control Office of "Top Secret Log", 
Form 38-lU. 

C. Central Top Secret Control Office only . — Preparation of "Top 
Secret P.osting Record”, Form 60-73, except on documents initially dis- 
seminated by CTSC. 

IV. PROCEDURE TO BE FOLLOWED: l/ 

A. TRANSMISSION : 

1. Prepare "Receipt for Top Secret Document", Form , in quad- 

ruplicate from supply of numbered receipt forms furnished to the 
Area. (See attached sample.) 

a. List all documents to one Addressee on one receipt (if more 
space is needed to list documents, prepare additional receipts). 
Do not enter titles of documents on receipts or other informa- 
tion necessitating classification of the receipt. 

1/ Procedures established herein apply only to documents transmitted outside 
the Area. Internal control is the responsibility of the Area TSC0. 
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b. Attach green and yellow copies of receipt to the batch of 
documents listed thereon to go to the Addressee. 

c. Place pink copy of receipt in envelope addressed to Central 
Top Secret Control Office, lOitO M Building. 

d. Retain blue copy of receipt in suspense pending return of 
signed receipt ty Addressee. 

e. If a document receipt must be voided for any reason, do not 
destro y. Write ''Void*' across the face of the receipt, send yellow 
copy to CTSC, retain green copy for your receipt file, and des- 
troy pink and blue copies. 

2. When signed green copy of receipt is returned by the Addressee, 
remove the blue suspense copy from the file and substitute the green 
copy. 


B. RECEIPT : 

1. Return green copy of document receipt to Sender, in an envelope 
addressed to the Area Top Secret Control Officer. 

2. Send yellow copy of document receipt in an envelope to the 
Central Top Secret Control Officer, 10b0 M Building 

C . DOCUMENT NOT TRANSMITTED PUIS I DE AREA : 

1. Each Area is assigned (by Central Top Secret Control Office) 
blocks of £ digit CIA Control numbers for Top Secret documents, each 
number of which must be accounted for to CTSC. 

2. Documents received from an outside Agency or originated within 
an Area which are not transmitted elsewhere will be assigned CIA 
control numbers but will not require TS document receipts. 

3. The Area TSCO will submit to Central Top Secret Control Office 

at the end of each week a complete list of all TS Control numbers and 
copy numbers used during that week, to provide a complete account to 
Central Top Secret Control Office. 

U. If the documents are transmitted elsewhere at a future time, the 
procedure in IV. A. and B. will be followed. 

V. INVENTORY: 

A. The first inventory of Top Secret documents will be made 3 months 

after installation of above instruction. Inventories will be made 
periodically thereafter. 

B. Central Top Secret Office will have IBM cards punched weekly from 
document receipts plus lists of CIA control numbers furnished by the Area 
TSCO's. The IBM card will list the CIA control number, copy number, 
document receipt number, sender, date of dispatch, and recipient. 
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c. Movement of a document to another Area results in the pien+inr, w +u 

2te“ S ^ °” d S ? 0Bin ? «» P-ious re^pie^S: rrup^ 
date record of the current recipient is always available. 

Ln P ! r w iCall ? A r a 1SC0,S Wil1 be P rovided a machine listing of all 
ocuments for which they are accountable as of the date of inventory. 

?! f- rea ISCO's will check their records and files against the inventory 

Control Wil1 Sither / eri ^ the listing to the C Intrsl Jop Scre^ 

trol Officer or report m writing any variances therefrom. 

F. Follow-up on inventory verifications and reports will be conducted 

T PP Control Officer in collaboration vitoSe 

Office of Inspection and Security. 


25X1A9a 



CIA Top Secret Control Officer 


Approved For Release 2001/04/23 


00100002-6 

Security Information 



CONFIDENTIAL 

Security fnforr;!citior> 


Approved For Release 2001/04/23 : CIA-RDP57-00042A0001 001 00002-6 


) 


> 


I ySr2.„ T8 c **?i«^s^«i 


-r 7 — I 

3.yr.vr$-;:J j:» 1 »»*- 



■^^^Uj C-n CT.^ . 





Approved For Release 2001/04/23 : CIA-RDP57-00042A0001 001 00002-6 


CO NFIDENT!AL 


